APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT DF ARCHIVES AND eTCRY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No, 76—RM-1 for instructions on completing this form. Forward signed original to

Department of Archives and History, Records Management Division, 330 Capitol Avemje Atlanta, Georgia, 30334,
Artention: Scheduling Section,

FOR AGENCY USE 1. Agency Address | . FOR RECORDS MANAGEMENT USE
Application Date Department of Education : : Application Number
Office of Instructional Serviées 83 - q
P v—— Division of Instructional Media Services s Focered e
1 (] e Mecer .
, 2054 Twin Towers East : :ti_ ".E‘fied;_:
|atlante, Georgia 30334 DEC 2 7 1982 | JAN 2 4 1983
2. Person to Contact Working Titie Telephone Number
Ferman Burgess Supervisor, Field Engineering 656-598B5

3. Action Requested
a. [ Establish Retention Schedule; record will continue to accumulate,
b. 3 Dispose of present accumulation; no further accumulation anticipated.

c. L} Amend Application No. Check Dne: T Chance: [J Supercede: O Void
&, Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest . . L

1965 | To date Engineering Management F}les

6. Division and Office Function What is the function of the Division and the Office m whnch this record series is created?

Field Entineering Services o*cv;des school systems thrOLchout the state with consultative
services. Problems with television reception and cdistribution, ss well as recommendestions
for eguipment specifications and improvement of-television reception capability are
adéressed upon reguest,

7. Record Series Description This file contains the iollowmg documents finclude form numbers and titles, if any):
Attach sampies of the file.

Documents relating to: Providing liaison service between Um.t and others within the Department
and individuals, other State Agencies.

included are: Forms, maps, informational documents developed by Field Engineering,
special projects, budgetary readouts, equipment cost information.

File is arranged: Alphabetically by subject heading.

2. Monthly Reference Rate How often are records referred 1o which are:
Onetosixmonthsoid __ 6 : Seventotwelve monthsold 3 : Thirteen to twenty-four months old __3 :
twenty five months anc oider 2} -

35

. Annual Rate o! Accumulation of Records

Letter-size drawers _________; Legal-size drawers 1 :Shelves _____; Other (specify)




veEs | NO | 10. Questionnaire  {Place an X" 1n the proper column) B

x a. Is this the official copy of the series?
i not, where is it?

L

% b. Does the series contain confidential information requiring security handling? If yes, cite law or regulatnon

X ¢. ls this 2 vitz! record? ' - . j

X d. Does this series have historical or long term research value?

X e. When one or two documents in the file make it necessary to keep thg en'_tire file for a long period, could these
documents be_scheduled gp_gratelﬁ :

X § i ’

ib ' . . .
0. Is the lr‘mmafon tontained in this series ever analyzed and/or recorded in a summarized report?

X tf ves, attach copv
h. Is there a duplication of this series in your otfice, or in another oﬂu:e or agency?

X i ves. where?

X i, _lx this series (or a maior portion of i

¥ i, Doec the record series resuls in & computer printoyt?

11. Retention Requirements The following requires the series to be kept:

e, State Law years, d. Audit period years,
b. Statute of limitation years. e. Administrative need 5 years. -
c. Federal law years, . Federal retention instructions years,

Attach copy or excert of laws or reguiations, Explain administrative need.

Oice. reference Value

12. Approved Disposition instructions This agency recommends that the file series be cut off 2t the end of each:

B Csaiendar Year; O Fiscal Year: & Other then,
T Hoidinthecurrent filesarea . monthi{s) _____ _ year(s}; then
O Transter to locs! holding ares; hold _____ __ year(s); then
] Trenster 1o Stzte Records Center; hold —___ _ year(s); then
O Destroy.
O Transfer to State Archives for permanent retention,

K Other (Specify)

Hold in current files area 5 years; then destroy. Destroy earlier if superceded,
obsoleted, or no longer ueeded

These instructicns apply to 8l prior and future accumuiations of the series,

Aggncy Head/Designee  (Sionature) Date | Records Management Officer (Signature) Date
/2-92/-31_&)1,“»«/% M(QA/.Q,\, 12/24/72

.,  State Records Committee grignérure} Date
Recommendztions in para- - : = ' J__,.J\
graph 12 are approved. State Auditor/Designee ’ "7’7’93
{1? disspprovec, srrach lerter ‘%
of explanatior.} ecreiary of State/Desianee W Wt dir— l// k] /1?3

T
Ariorney General/Designee | /%M/ . e d -g‘g



